CITY OF LOS ANGELES
VENDOR SELF SERVICE
VENDOR OUTREACH

October 12, 2017




Agenda

O

1. Introductions / Overview on FMS 2.0
2. What is Vendor Self Service?

3. How do | create an Account?
4. What can | do in VSS?

5. VSS Recap

6. Q&A




Introductions/Overview on FMS 2.0

O

* Financial Management System (FMS) 2.0 was
launched in July of 2017
o Electronic submission of invoicing information from vendors
o Vendor Self Service (“VSS”) module




What is Vendor Self Service?

» City of Los Angeles’ new Vendor Self Service website
will allow you to:

«~ Create a personal account for your organization
+~ Manage your organization’s information (addresses, contacts)
«~ Monitor contract amounts & payments

« Submit invoices online

«~ View the up-to-date status of your invoice




Vendor Self Service

What this means for you

O

v~ See your account information and make quick & easy updates

Better Control

More Information

v~ View the up-to-date amounts & statuses of your contracts,
payments, and invoices anytime

Efficient Invoicing

v~ Submit invoices online using simple, step by step pages
v Track the status of your invoices
0 See when it’s been received, approved, and paid




How do |
Create an
account?




Three easy steps:

1. Provide Contact Information
2. Recelve an Activation Code
3. Create your Account




City of Los Angeles
Vendor Self Service Website

s2) LOS ANGELES

LAVSS | it e Home  quckTes

Password Reset

New to working Click New Registration to create an { New Registration
with the City? ===} account that will allow you to
submit online bids.

Don't have an Click Public Access to view { B }
account? =P business opportunities without
logging in.
Already working Click Request Activation for { Request Activation
with the City, but instructions on how to receive an
S = o




Step 1: Search Your Vendor Account (&l

O

 Click the “VSS GUIDES” tab on the homepage
https.//lavss.lacity.org/



https://lavss.lacity.org/

Step 1: Search Your Vendor Account

e Instructional Guide on How to Create a VSS Account
https.//lavss.lacity.org/

Help | Contact Us

LAVSS

How to Create a VSS Account

View And Download Forms

This guide covers the following topics:
» Creating a New VS5 Account
o If Your Vendor Account is Already Registered...

o If Your Vendor Account Has Mot Been Registered...
o |If Your Vendor Account Has Not Been Found...

Click on the form you would like to view and / or print.

Vendor Self Service Guidelines

1 Creating a New VSS Account

How to Create a VSS Account

This guide outlines how to create an account on the Los Angeles Vendor Self-Service (VSS) web
How to Navigate a VSS Account application. An account is required to respond to posted solicitations.

- e Once an account is created, a vendor can also update contact information, view orders, and submit
How to Search for a Business Opportunity in VSS o P 5 4

electronic invoices.

How to Submit a Response for a Business Opportunity Note: If you have received an activation email from the City, skip to step 3 of the If Your Vendor Account

Has Mot Been Registered... section of this guide.
How to Locate a Response for a Business Opportunity

To create a V55 account:

How to Build and Upload a Catalog Step 1 On the VSS Homepage (lavss.lacity.org), click New Registration

Hosted Catalog Template



https://lavss.lacity.org/

Step 1: Search Your Vendor Account

* New Registration Button
https.//lavss.lacity.org/

et saria HOME QUICKTIPS  CONTACTUS  VSS GUIDES

LAVSS

Password Reset

New to working Click New Registration to create an l New Registration
with the City? == account that will allow you to
submit online bids.
Don't have an Click Public Access to view PNHlC Arces I
account? = pbusiness opportunities without SO
logging in.

Already working Click Request Activation for l Request Activation
with the City, but instructions on how to receive an —_—

don't have a Login? activation code for your Vendor
Self Service account.



https://lavss.lacity.org/

Step 1: Search Your Vendor Account

e Search for Your Vendor Record
https.//lavss.lacity.org/

Privacy Report | ContactUs

Search for an Existing Account Garc Regtnton | B |

To register your account you must have a vendor code. This page will help you determine whether or not you have one. You will not be able to create a new code if one
already exists. If the account exists it will be designated as a company or individual based on the information you previously provided. Please select one of the search
options below to determine if you already have a vendor code.

—+ Company Search

To see if you have a vendor code and have an Employer Identification Number (EIN) on file, first search by TIN:

Taxpayer Identification Number | OR  Legal Business Name

Search |

OR

—« Individual Search

To see if you have a vendor code and have a Social Security Number (SSN) on file enter your Last Name and last four digits of your Social Security Number.

Last Name ‘ AND Last 4 digits of SSN

Search |

Cancel Registration | Back I

Additional Resources & Information:

« As you complete each step and move to the next step, the system will check for errors.
If there are errors:
« A notification message will be displayed at the top of the page.
« You must correct the errors indicated before continuing to the next step.
« Additional Help can be found in the Frequently Asked Questions located on the left hand navigation bar.



https://lavss.lacity.org/

Step 1.1: Provide Contact Information’

» Account Has Not Been Registered

https.//lavss.lacity.org/
LAVSS

B. If Your Vendor Account Has Not Been Reg| Hegistersd?

)- |Cunta-::t the City to request an Activation Code
Step 1: If your vendor code was listed in the resultg Mo Contact the City to request an Activation Code
No, then an activation code must be provid| Mo Contact the City to request an Activation Code
account. Mo Contact the City to request an Activation Code
Click the Contact the City to st Aci 2 - A
- & ton © FeApean Mo Contact the City to request an Activation Code
The following exists for the information you entered: Mo Contact the City to request an Activation Code
Veritos Numibr  Legal Basaess Hasne Alian/DRA Namg i
L oy W ho I ;mmwam[
-- - - E—— - - No
s & o bl = Ho Coniact the City to rogeest an Activabon Code
am — T No Cootact thes City 1o reguest pn Activation Cogs |
Step 2: On the Request an Activation Code page, fill out the name, email address, and

phone number fields. This information will be sent to the City so that they can
review the request and send an activation code via email.

@' Los Angelas

Walcomre Mew

Prhemey: Fegwen. | Conteo Lis

Request an Activation Code
m FlER M BT Db 0 ] i B W e VO I Dy Yo el FECERE o BTN € Cmb 12 LTt R [OOSR e 1 1-2
vseess days
Vendor Code : FA AR Kihet
L.#H-:WTCSI
4 e —
Coslact Evial AS0EsS !
Canacn Frone Humaer ;|

[t ] mem |



https://lavss.lacity.org/

What if My Account is Already Registered?

O

* Vendor Account is Already Registered

LAVSS

A. If Your Vendor Account is Already Registered...

Step 1: If your vendor code was listed in the results, and the Registered? column says
Yes, this means that someone within your organization has already created an
account in V55. Registration can only be completed once for each organization.
However, the person within your organization who is the administrator for your
W55 account can create additional users.

Click the Contact Your Administrator link to confirm who is the administrator
for the account within your organization. Contact that person to request access.

The following exists for the information you entered:

Mamalor Legal Business Name Alias/DBA Name Registered?
L 0= -2 TCCT2 Yas ICmtm:t T .m:h'ulndsualnrl

Yes Contact your Administrator

WMDY 3 Of-SADTESTE



https://lavss.lacity.org/

Step 2: Recelve Activation Code

e Follow the Instructions in the email

To: Vendor 123

G

Subject: ADWMAIL: WSS Activation Password Email Motification
Dear Vendor 123,

Congratulations] You are eligible to create a vendor self-service account on the City of Los Angeles' Vendor Self Service website for vendors to view and
maintain account information, view financial records, submit electronic invoices, and upload purchasing catalogs. We'll also be adding additional features
throughout the course of the year, which will allow you to enter bank account information for payments issued wia Electronic Funds Transfer (EFT).

To activate your account, please click the link below:
http:/flavss. lacity.org/123123123123123123 I

If you are unable to click the link above, please copy and paste it into your web browser's address bar. For best results, opan using Internat Explorer or
Mozilla Firefox.

In WSS, click "Register". You will then be asked to enter the case sensitive account verification password provided below. Flease copy and paste the
complete string of pasaword below into the Vendor Verification Password field on the Account Verification page in VS5,

Your verification password is:

< YOUR PASSWORD HERE = I

Once you have entered this, you will be able to create your username and password that you will use to log into the Vendor Self Service (VSS) portal.

Flease do not reply to this email as thisis system-automated and no replies will ke received by the City. If you have questions, please contact the City of Los
Angeles at askVSs@lacity. org. Please include your vendor code in the subjact lina.

Thank you,
The City of Los Angeles




Step 2: Recelve Activation Code

LAVSS It,‘:‘,,‘;:f;';;sm, HOME QUICKTIPS CONTACTUS VSSGUIDES REGITER  VSSVIDEO TUTORIALS

Received an Click Register to create your | Register l
activation code? ) account.
Don't have an Click Public Access to view Public Access |
account? business opportunities without e
logging in.
Already working Click Request Activation for (| ik eee Ackivation |
with the City, but ===} |nstructions on how to receive an :
don't have a Login? activation code for your Vendor
Self Service account.




Step 2: Recelve Activation Code

O

e One-time Activation Password from VSS Email

Welcome, New

\iew Freguently
Asked Questions

Account Verification.

Flease enter the activation password provided to you by the City of Los Angeles

Vendor Verification Password : | Bubmit

Account Administrater  Fasswords are set by your Account Administrster. If you dom't know the password, se= the contsct informatic

Principal Contact :
Email :

Phone:

Additional Resources & Information:




Step 3: Create Your Account
)

My User Information | Cancel Registration I BackI NextI

Create your user ID here. You will be assigned the role of Primary Account Administrator.
Please see the Frequently Asked Questions for additional details about the Primary Account
Administrator role.

Create your user ID and

= General Information “ | /
*User ID (case sensitive) :| | - rd
(User ID should be between 8 and 16 characters in length
*First Name :[ ] =
*Last Name : |

|
“Email :|
|

*Re-enter Email :

password

POGEL0 600904

POEC1 000904

+ Password

*“Password (case sensitive) : | | (Passwords should be between & and 16 characters in length )

*Re-enter Password :| |

“Security Question :| v

“Security Answer (case sensitive]:| |

“Re-enter Security Answer : |

* Indicates a required field

Additional Resources & Information:

Cancel Registration | Back | Next|




Step 3: Create Your Account

 Thank you Page
 Visit lavss.lacity.org to log-in your account

(3 LOS ANGELES

LAVSS | ot e  HOME  QUICKTIPS  CONTACTUS VS5 GUIDES

Password Reset

New to working Click New Registration to create an J New Registration
with the City? == account that will allow you to

submit online bids.

Don't have an Click Public Access to view Priblic Accass ‘
account? = business opportunities without !
logging in.

Already working Click Reguest Activation for Request Activation ‘
with the City, but — instructions on how to receive an

daon't have a | noin? Activation code for vour Vendor




What can

| do In
VSS?




Account Information

s & Contacts

Summary Business Info

Update My Business Information Page

Edit the fields below to requestthe change of your information, and click the *Save Change’ button to submitthe request. A red star denotes a reguired field. This Screen reflects your latest submitted changes, please use the
“View Pending Changes’ button on the main page to see a detailed list of your requests and whether they are awaiting submission, are being reviewed or have been approved or rejected.

Save Changes I Canoel'

b Organization Information

Organization Type : Company Foreign Tax ID: | |

* i jon : Find
Classiication:4___| Find| National ProvideriD:| |

Corporation

CAGE Code:

W-8 Form:

Location Name : | |
|

Location Web Address
DUNS:

. v
Number of Employees - § digits (no dashes)
Annvalincome:| V| Extended DUNS:[ |

4 digits (no dashes)

i

Internet Catalog :|
Flease include htip or hitps:4

Preferred Ordering Method:| /|

» Legal Name Information

Legal Name on W-9 : |AdminVendA—2 Name on Check :

Alias/DBA (Business Name):



Presenter
Presentation Notes
http://10.32.201.170/webapp/VSSTST/AltSelfService


Maintain Addresses
'

N\

-

Summary

Here are your addresses and contacts that are used for your financial transactions. You can add new addresses and contacts by clicking the
y y g once the changes are
'Assign/Create Addresses & Contacts' button. You can view your requests that are pending approval by selecting the “iew Pending Additions' app roved & app| T=Ye

button.

To modify the type of address select the 'V|ew.fUpdate I|nk under the Existing Address & Contact Asmgnments sectlon next to the record you

| Business Info

Addresses & Contacts & Address Info will be

Home | Help | Accessible Help | Site Map | Privacy

Addresses & Contacts

Changes to your Business

processed by VSS You will receive

confirmation emails

iE FIP g | o Bo5 I P P I T | b bo 3L "l o 3 b doas A o)

wish to update. To m
and Update Contacts

Existing Address & C

Address ID  Addre

ADDO1 Orderin
ADOD2 Payme|

Firstl Prevl Next

Subject: ADVMAIL V55 changes approved

Eileen test:

This carrespondence is to notify you that the changes that were submitted to your Vendor account using the ADVANTAGE V5SS
system have been approved.

Please review the below information to verify that the new information reflected in the system is correct and accurate.

Annual Income: Old 2 New :5-10 million
Mumber of Employees: Old: New : 251 - 500

The following comments from the approving party were included detailing additional information about your account:




Add Additional Users From Your Organization

CCount
Informatnon

Summanry | Business Info | Addresses & Contacts

Account Users You control the level of access of
other users in your organization

Listed in the grid are all the users for your V3S account. You may add account users by selecting the 'Add’ button. You may view
or modify existing users by selecting the "View/Modify' link next to the corresponding record. You may delete users by selecting the
'Delete’ link next to the cormresponding record.

User ID First N\ame  Last Name  Access Level Account Status

VS8S Admin 1 VSS Admin 1  test \_ Account Administrator / Active ViewModify Delete

N\,
\,

Fira-tl Prevl Nextl Lastl

Add




N\
~

Financial

Transaciions

Agreements

Scheduled Payments |

&

Catalo

joucnation MesZilon

SpONSes

Opportunites

Checks/EFTs Invoices

\ , Agreement Summary Search

4
Search _ Tosearch for agreements, enter search criteria and click the "Search’ button. Use an asterisks (*) to search a partial Agreement ID. If you have a:
number (i.e. C-123456), search by the last 6 digits with an asterizks on either side (*123456%).
- Agreement Results - To sort agreement results, click a column heading. Note that coniracis established prior to July 2017 will only st the amount open as of June 201
To create new invoices, select an agreement and click the "Create New Invoice’ button. Invoices may not be submitted against Contracts. If you al
Create Mew Invoice -  coniract to select for invoice, select the agreement and click 'Details’ to see more information, or click 'Reference’ to identify the related Purchase
C e Purchase Order.
Arp A Details - Toview more details about an agreement, select an agreement from the resulis and click the ‘Details’ button.
Download - To download agreement resulis to a .C3V file, click the 'Download’ button. The downloaded file has a 2,000 line limit.
On to S€€ PDF - ToView, Save, or Print a PDF version of an agreement, select an agreement and click the 'PDF’ button.
oclated Reference - Toview referenced agreement, scheduled payment and disbursement information for selected invoice, click the ‘Reference’ button. .
\ /
2 h for Agreements - rd
>0 >0
e greement Typel: | Contract V| Agreement Held? : Transaction From : |10/1/2007
-
G Department :| [ Fina | Closed? : Transaction To :I:I
Agreement 1D : .
| Review key
Clear
amounts
Select  AArEement oo iment AL frand pransaction NMotfo®xcsed encumpered Expended Refained Quistanding =S closeq?
| Contract 43 CO1234 o7l 2 045 46 5204546 41383685 0.00 0.00 Mo Yes
First | Prev | Next | Last'
Create New Invoice | Details | Download Reference



Presenter
Presentation Notes
If you have any contract and/or purchase order with city, the doc will show here
Select the contract and click reference, will take you to the detail of the contract/ purchase order


Submit Invoices Online

Input General Information

Vs
L -~

Home | Help | Acces:

Fimancial

=] solicitation Latal
Transactions Opm s'ﬁonm Ilanageggmt

Scheduled Payments

Agreement Reference section will
display:

» Agreement Information

* Orders

* Scheduled Payments

Checks/EFTs Invoices

Agreements | |

B Agreement Summary Search = Agreement References
Referenced Transactions by Contract

* Disbursements

This page displays order and payment information related to the Contract selected. Click 'Details’ to view a summary of related
transaction.

= Agreement Information
Agreement ID : MSA 43 CO1284
Encumbered Amount : 52,045 46
Date : 07/01/2017 View Details

Order

Agreement 1D
SC 43 MSACO171284

PIN Transaction Contract Encumk d E | Retained Outs: i Agreement

10,208.61 Mo

Closed?
—

MNa Details '

41 836 .85 0.00

07/01/2017 52.045.46 52,045.46

First |I Prev | | Nc—xtll Last

Scheduled Payment

ine No. Invoice Received Payment ReguestID Status Scheduled Amount
First| Prev' Nc—xt' Last'

Checks/EFTs
Invoice Number Invoice Line No. Invoice Received Check/EFT Number PaymentID Status Status Date Amount

( JUM 2017 DV 1 000000300770881 AD 26 180000009538  Paid 081772017  41,836.85 Details )

Firﬂ Prevl Nc—xtl Lastl



Presenter
Presentation Notes
This is the page of  detail, this is a purchase order, it give you the doc ID, , whether it has any scheduled payment, and that status and details of check or Eft 


Submit Invoices Online

Input General Information

)

T

| Checks/EFTs | Invoices

ST e Pty i i R T Tt ey o

Financial
Transactions

InfSeoaton

Agreements Scheduled Payments

E Comments & Attachments

1. Header Information H Line Information

nlnvoiceSummary ‘ \. /
~

-~
View Frequently

Asked Questions - Cancel Invoice I | Go To Next Step

w Header Information . .
Vendor Name : Test Vendor 123 I Vendor Invoice Number : [|\\/1234567 I I n p ut I nVO I Ce
Agreement ID : pO 02934023948 fvoice AMOUNt 1 11250 00 |

Invoice Date : 05/09/2016 n U m be rS

n Header Information

» Payment Address Information

E Line Information Address ID * Find Se I eCt th e
H : i
L mecmer::lesmsa ::::: :1! :123 West Main Street payment

ﬂ Invoice Summal StateJProvii: I(_:cfAngeles ad d reSS &
Zip Code : 91108 cO ntact

Country : g

w Contact Information

Contact ID : PCO02 Find

Contact Name : John Pollard

Contact Phone - 123.455-7690 Manage discount terms
Contact Phone Ext. :
Contact Email :

(if applicable)

w Discount Information
O Make No Changes to Discounts Inferred for this Invoice. Make Changes to Discounts for this Invoice. O Apply No Discount for this Invoice

Number of Days : 20 Discount Percent : 15 0000 Number of Days : 20 Discount Percent : 15 0000

Cancel Invoice | Go To Mext Step |



Presenter
Presentation Notes
Here you enter the info on invoice header, invoice number, amount , address, contact, discount etc


Submit Invoices Online

Select Lines From Your Contract

O

n Header Information 2 Line Information E Comments & Attachments E Invoice Summary

| Select All Invoice Lines | | UnSelzct Al Invoice Lines | | Cancel Invoice | | Previous | | Go To Mext Step
. I:Ir:)e Description Information for New Invoice Information From Agreement Comments (Optional)

R Service From : 02/01/2016 | Service From : 02/01/2016
srpt: 00 dept. y T Service To: 02/01/2017
1 D |
| : (ST | Line Amount : 5300.00
Line Amount: 530000 Ref Line Number: 1
|
| Select All Invoice Lines | | UnSelect All Invoice Lines | | Cancel Invoice | | Previous | | Go To Maxt Step

Easily select the lines from the
order that you want to invoice



Presenter
Presentation Notes
Here is the detail line information of invoice, you can have multiple lines based on the PO, for this case, there is only one line on the PO. 


Submit Invoices Online

Provide Attachments and Comments

m oz

Account Informaton Fnancial | ransactions Latalog Management

Agreements Scheduled Payments Checks/EFTs Invoices

n eader ormation E Ine Informaton n nvoice Summal 2
Hoadorinfommetion | ==L hiormes ISl Y i summary | Upload attachments that will

Attach Your Files (Optional)

t you want to include as part of your invoice, click the 'Attach Files' buftan remal N StO red Wlth you r
| e 1] < invoice

Manage Your Attachments
The following attachments are currently part of your response. If you need to delete an attachment, click the delete buﬂon[a‘) next to the item you wish to delete.

File Name Date UserlD Proprietary Flag

First Prev Mext Last Finangial
In%r?%%ﬂ Transac(ﬁons

m‘ﬁ%m
Scheduled Payments Checks/EFTs

E Line Information 3 Comments & Attachments n Invoice Summga

Invoices

éh Agreements

Comments :

n Header Information

Attach Your Files (Optional)

If you have files that you want to include as part of your invoice, click the "Attach Files' button
Aftach Files
Manage Your Attachments

ment, click the delete buﬂon(}s) next to the item you wish to delete.

File Name Date User ID Proprietary Flag

v &b Freight Bill - Shipmenil.docx 2/3M7  ISTO4TEST Standard

&% Freignt Bill - Shipment2 docx  2/3M7  ISTDATEST Standard

Comments : This is a full invoice for goods
delivered 02/2017

Enter comments & notes



Presenter
Presentation Notes
Here you can have comments, and attach supporting doc if you have,  like shipping doc here. 


Submit Invoices Online

Review & Submit

-

Financial
| on 5]

Lata
Transactions Manage'g'amt

Checks/EFTs

Agreements Scheduled Payments

Invoices

n Header Information E Line Information B Comments & Attachments
sk

4 Invoice Summary

Cancel Invoice | Previous Submit Invoice

w Header Information

Vendor Name : Test Vendor 123 Vendor Invoice Number : |NW1234567
Agreement ID: PO 020340230458 Invoice Date : 05/09/2016
Total Invoice Amount : 21 30 Comments : This is a full invoice for goods delivered 01/30/2017

¥ Payment Address Information

Street 1:123 West Main Street
Street 2 :

City : Los Angeles
State/Province : CA

Zip Code : 91108
Country : ;g

¥ Contact Information
Contact Name : John Pollard

Contact Phone : 123-456-7590
Contact Phone Ext. :

Contact Email :

¥ Discount Information
Number of Days : 20 Discount Percent : 150000

Commodity Line Description Quantity Unit Unit Price Service From Service To Total Line Amount Comments (Optional)
1 INVALID COMMODITY 4.00000 EA $5.00 $21.80

File Name Proprietary Flag

Cancel Invoice Pravious Submit Invoice



Presenter
Presentation Notes
After you completed all the information, you can click submit. Then the invoice will be interfaced to FMS system. Once it’s interfaced, city employees will review the invoices in FMS. You will receive a email to confirm that the invoice has been interfaced successfully. 


Financial
Transactions

download the information, see
more details, or check what the

Scheduled Payment Search payment is in reference to.

Agreements Scheduled Payments Checks/EFTs Invoices

Search - Tosearch for scheduled payments for your invoices, enter search criteria and click the 'Search' buttol

Scheduled Payment Results -  To sort scheduled payment results, click a column heading.

Details - Toview more details about a scheduled payment, select a payment from the results and then click tife ‘Details' button.
References - Toview referenced agreements information select a scheduled payment and click the 'Reference' b

Download - Todownload search results to a CSV file, click the 'Download’ button. The downloaded file has a 2000 line limit.

Search for Scheduled Payments

Invoice Number : | | Payment Scheduled From :
Department : ’—le Payment Scheduled To:[ |
Payment Status :
Search I Clear I

Select Invoice Number Invoice Received Department Payment RequestID Payment Status Scheduled Amount
| WPo02 40 PRM 40 170000000012 Cancelled 250.16
] 1700067 40 PRM 40 170000000040 Held 22950
™ 1700072 40 PRM 40 170000000045 Held 22950
] LDF2 40 PRM 40 170000000008 Cancelled 25016
| 1700069 40 PRM 40 170000000042 Cancelled 22950
] 1700064 40 PRM 40 170000000037 Cancelled 22950
| 1700074 40 PRM 40 170000000047 Cancelled 22950
] 1700062 40 PRM 40 170000000035 Held 229,

| 170000133 40 PRM 40 170000000105 Scheduled 02/06/2017  459.0f

First | [ Prev | [ Next | [ Last |

Detailsl Download | Reference |



Presenter
Presentation Notes
Another feature under Financial Transactions is view the status of payment, if there is any payment request processed in FMS, whether the invoice is issued from VSS or you sent a hard copy of invoices to city, you can view the status of the payment  here. You can view the detail or the reference information by clicking “Detail” or “reference”, or download the info to excel or pdf file


‘ i .

View Information on Issued 5
)

FHinancijal
Transactions

Agreements Scheduled Payments Checks/EFTs Invoices

Check/EFT Summary Search

Search - Tosearch for Checks/EFTs, enter search criteria and click the 'Search' button.
Results - Tosort results, click a column heading. N\ ] /
Details - Toview more details about a payment, select a payment from the results - -
and then click the 'Details' button.
PDF - ToView, Save, or Print a PDF version of an payment, select a payment and click the 'PDF' button.
References -  To view referenced agreement and scheduled payment information for selected Payment, -
and click the "Reference’ button.

Download -  To download the search results to a CSV file, click the 'Download’ button,
and the downloaded file has a 2,000 line limit.

Easily find check

numbers & issue dates
Search for Checks/EFTs

Check/EFT Number : |

Check/EF T Status :|

Search | Clear |

Select Status Date Check/EFT Number | Payment |D Check/EFT Status Amount
10/28/2016 0300694439 AD 26 170000020335 Disbursed 25016

Firstl Prevl Nextl Lastl

Detailsl Download |PDF| Reference |



Presenter
Presentation Notes
Checks/EFTs tab here will list all the checks/EFT document have been issues, here shows the check number here. Again, you can have more information about this check by clicking “Detail”, “Reference”


Track Invoice Processing
-

In%:ﬁn%n TrE I'lns%rgﬂglns m‘ﬁ%"é‘ﬂm

Agreements Scheduled Payments Checks/EFTs Invoices

Invoice Results - To sort invoice results, click a column heading.
Create New Invoice - To create new invoices, click the 'Create New Invoice’ button to navigate to the Agreement Summary Search page to select an
- Agreement to be invoiced

Details - Select an invoice from the invoice results and click the 'Details’ button.

Download - To download invoice results to a CSV file, click 'Download’ button. The downloaded file has a 2,000 line limit.

PDF - To View, Save, or Print a PDF version of an invoice, select an invoice and click the 'PDF’ button.

Reference - To view referenced agreement, scheduled payment and disbursement information for selected inveice, click the 'Reference’ button.
Search for Invoices ~ | /

Invoice Number :

| Fully Paid? :[No V| Invoice From : [6/1/2006

|
| T

Invoice Status : | v View if your invoice has been
| | approved or scheduled for

Total Invoice Amount :

Use the reference tab to see

Agreement ID :

pending or issued payments for

ayment . .
oo | o] i your invoice

Select %r ::r;ai% w Invoice Status %Bv Invoice :E.roice Transaction Scheduled %unt %i
[ 170000133 011772017 $459.00 § Payment Scheduled 545000 IN 40 170000000133 02/06/2017 Mo
] 17000031 101872016 $918.00 | Approved $918.00 IN 40 170000000031 Mo
|:| 1700062 11/04/20186 $229.50 | Payment Held §229.50 IN 40 170000000062 Mo
] 1700067 11/04/2016 $229.50 | Payment Held $220.50 IN 40 170000000067 Mo
|:| 1700072 11/04/20186 $229.50 | Payment Held §229.50 IN 40 170000000072 Mo
] 170078 11/04/2016 $350.00 § Cancelled $350.00 IN 40 170000000078 $0.00 No
[ BETH1 10M18/20186 $1,147.50 | Approved 31,147.50 IN 40 170000000006 Mo
|:| BETH2 101872016 $918.00 | Approved $918.00 IN 40 170000000010 Mo
[ BETH4 10M18/20186 $1,197.50 | Approved 31,197.50 IN 40 170000000021 Mo
|:| BETHS 101872016 $1,097.50 | Approved $1,097.50 IN 40 170000000022 Mo
First I Prev I Next | Last |
Create New Invoice Details Download PDF Reference



Presenter
Presentation Notes
Here you can view all the invoices you have with City, and status of each invoices, it includes invoices submitted from VSS or hard copy invoices you submitted to city. 


VSS Recap
)

 Visit https://lavss.lacity.org

e Search Your Organization

o Click on “VSS GUIDES”
o Click “Contact the City for an Activation Code” link
o Request Activation Code

o Activation Email from VSS

o. Click on the provided link within the email
o Enter the one time password from the email

e Create Your Account for VSS

o Review and update your organization information
o Add/assign user
o Submit/track invoices online
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Questions / Comments?
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